Creating an ILT Class Reminder

ILT Classes should be hidden from Transcript. The ILT class will report back to the ILT Course which it was
made off of. By hiding the ILT class it will prevent a duplicate entry on the transcript.

To Hide an ILT class

Under properties> Status

Status

Control the availability of this activity for use in other activity structures, viewability in searches, and overall functionality (active or inactive).

Active

[] Hide from search results for Learners and Managers
[ Canceled

[ No registration required

[] Hide in Manager mode

I Hidden from Transcript I

[] Can be copied
Can be subscribed

[ Can be fulfilled

Click the check mark beside Hidden from Transcript.

Once a class has been completed and date has passed.

Marking a class inactive helps to keep the system cleaned up, by moving an ILT class to an inactive status
it helps to narrow down the list of activities that are shown on the Learning activity page.

Marking classes inactive DOES NOT remove them from a Learner’s Transcript, all of the credit
information will remain the same.

To mark a class as inactive follow the steps below.

1. From the Learning Activities page search for the class that you wish to mark inactive.
o Inactive Classes should be ILT Classes that have a past date.



Treate ond manage [earning actvities.

===

[DExport @ Print Zcopy X Delete

KELMS new user

Name Activity
Type

ODET - KELMS 17.1.1 New User Training For ILT Class

Instructors

Start Date

8/22/2017 9:00
AM EOT

End Date

8/22/2017 12:00
PMEDT

Code

S55790ILTTECKELMSI300-0-0001

Primary
Domain

GSC Global

Facility

Kentucky State Office Building
- Group A. Frankfort. KY

ILT Class E] Active t'

Published Date Last Updated Actions
Date

8/14/2017 10:45

6/19/2017 12:14
PMEDT

2. Click on the edit button beside the class that you will be marking as inactive.

3. Send class to staging

4. Under the Status Option you will need to remove the check mark beside Active.

STAGE PRODUCTION

Wi View Tracks €» New v & Actions v

W ODET - KELMS 17.1.1 New User Training ...

Status

™~ GoTov

P Expand All

Canceled
No registration required
Hide in Manager mode
Hidden from Transcript
Can be copied
Can be subscribed

Can be fulfilled
Status:

¥ Collapse All

= Checklist

REYWOras Lo Searcn 1or tnis actvity (Separatea oy spacej

Hide from search results for Learners and Managers

W view Required Properties

Control the availability of this activity for use in other activity structures, viewability in searches, and overall functionality (active or inactive).

5. Once the Active box is unmarked, you will notice on the left side of the screen the option to view

tracks.




6. Click on View Tracks

STAGE PRODUCTION

i View Tracks D New~ & Actions v

W ODET - KELMS 17.1.1 Mew User Training ...

~ GoTov P ExpandAll ¥ Collapse All B Checklist W view Req

KREYWOras Lo Searcn 1or tnis acuvity (Separaten Dy space):

Status

Control the availability of this activity for use in other activity structures,

Active
Hide from search results for Learners and Managers
Canceled
No registration required
| Hide in Manager mode
Hidden from Transcript
Can be copied
Can be subscribed

Can be fulfilled
Status:

7. Under Properties Click General

STAGE PRODUCTION

¥ View Activities & New &k Actions v

i ODET - KELMS 17.1.1 New User Traini...

§if ODET - KELMS 17.1.1 NEW USER TRAINING FOR INSTRUCTORS

Create or modify track properties from this page.Tracks allow different groups of learners to register for different portions of I¢
will be used during learner registration.

~ PROPERTIES

Costs Waiting List =~ Translated Properties

~ RELATIONSHIPS

Learning Activities = Audiences




Properties

8. Remove the Checkmark beside Active and, click ok.

Name: *
(ODET - KELMS 17.1.1 New User Training

Description:

1 Active

Default approver:

Use the Translated Properties page to enter details in other languages.

9. Click on staging

DuCTION

W View Activities @ New

& Actions *

il ODET - KELMS 17.1.1 NEW USER TRAINING FOR INSTRUCTORS

& ODET - KELMS 17.1.1 New User Traini...

will be used during learner registration.

Create or modify track properties from this page.Tracks allow different groups of learers to register for different portions of leaming activities. With different sub-sections listed on this page. you associate properties to tracks which
~ PROPERTIES

General  Costs | WaitingList | Translated Properties

= RELATIONSHIPS

Learning Activities | Audiences

10. Click Move to production.






